
The Mission of Information Technology Services is to serve the 
citizens of Nebraska by providing premier information 
technology leadership, policy and operations, which facilitate 
an effective, responsive and efficient government. 

Lotus Notes Update 

This Month: 

� Setting up New Standing Meetings for Next Year 
� Quick Navigation - Tips for Notes Calendar Users 
� Notes-on-a-Stick is Coming 

Setting up New Standing Meetings for Next Year 

In a few weeks it will be time to add your regularly scheduled meetings to 
next year’s calendar and reserve your meeting room and send out notices 
to attendees. Did you know that there is an easy way to accomplish this?  
It’s called Copy Into New. 

The concept of Copy Into New is that since the work has already been 
done once before, why do it all 
over again? You have had a 
repeating meeting and Notes 
helps you use that meeting to set 
up another one with the same 
group, topic, room, etc. 

So -- find a previous meeting on the calendar. Don’t open the calendar 
item. Instead just click on it and then click on the Copy Into New button 
shown above. You get three choices, including a New Calendar Entry.  
Select New Calendar Entry and the typical calendar options display.   
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Choose whatever type of event you 
need. Lotus Notes inserts all the 
information from the previous meeting.  
All you need to do is double-check 
things. For instance, our e-mail 
addresses changed to /CIO/NEBRLN 
this year and that might need to be 
updated.  Check to insure the meeting 
room is available for the time you’ve 
chosen. Edit as needed and you’re set. 

Copy Into New will save you a few minutes here and there.  But if you 

schedule more than a few meetings, it could add up. 


Quick Navigation - Tips for Notes Calendar Users 

This is just a refresher on some of the shortcuts Lotus Notes provides 

for navigating through your calendar.  The example below shows a 

weekly format, but these shortcuts work on any format. 


bring up options to switch to Mail, 
1. Click on the word Calendar to 

To Do items group calendars, etc. 

2. Use the arrow to move month by month forward or backward. 
3. Click on the month or year for a pop down to help navigate to 

another month or year. 
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4. Click on Today to return quickly to the current day on the 

calendar. 


5. Click on the arrow to pull up a “date picker” for quick navigation.  
6. Use left and right arrows to move forward or backward by the 

week on the weekly calendar. 

Training Tapes 

VHS training tapes on a variety of technology topics are available for 
check out. The featured video for November is “Five Forbidden 
Phrases”. The video focuses on the elimination of the five most 
frustrating phrases and turning negative thoughts and words into 
positive gains for use in both business and personal life. The 
recommended approach is to view and then discuss the video contents 
in relationship to what your current practices are. This video is a 
product of The Telephone Doctor and is approximately 20 minutes in 
length and is closed-captioned. Use of the tape is free to customers of 
the Office of the CIO.  

Contact Judy Davidson, 402-471-7732 or jdavidso@notes.state.ne.us 
if you require additional information or to request a full video library 
listing. 

SkillSoft CBT Courses 

There are currently 250 course titles in four categories (business skills, 
IT end users, IT professional and certification). Business skill courses 
are available in the areas of management, personal development, 
communication, customer service, human resources, project 
management and team building. Some of the IT end user courses 
available include Microsoft Office products, Lotus Notes and Adobe 
Acrobat. Professional IT courses focus on enterprise data systems, 
Internet & network, operating systems and servers, software 
development and web design solutions.  

Participating agency personnel have access to all 250 courses. Note to 
participating groups if you experience problems with the courses or 
logging in please contact the CIO Help Desk to open a problem ticket 
(471- 4636 or IHELP). 
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The Office of the CIO offers two user options. The first option is group 
participation which is base on the number of full time employees 
(FTEs). See table. 

Numbers of Agency 
Users 

Cost per Year 

1-9 $520 

10-49 $2280 

50-99 $3110 

100-199 $4350 

200-299 $5385 

300-499 $6630 

500-999 $7870 

1000-2999 $11910 

3000-4999 $15013 

5000-7999 $16566 

8000-9999 $19155 

10000-11999 $21225 

12000-above $28990 

The second option is single course pricing at $90.00 for technical 
course and $50.00 for non-technical courses.  If interested in learning 
more about the SkillSoft CBT options contact Judy Davidson-
Whitehead (471-7732 or jdavidso@notes.state.ne.us). 

Directory Listing Closing Dates 

Book Number City / Location Due Date 
7 Bancroft December 15th 

8 Beatrice January 15th 

14 Columbus January 1st 

20 Heartland/Lincoln December 1st 

If you have questions about directory closing dates please contact 
Renee at 402-471-4701. 
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